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This guide provides you with an overview of the terminology and concepts used within ProcureAZ. More 
information regarding ProcureAZ terminology and concepts can be found in the Detailed Definitions document.  
 
Terminology 
 
ProcureAZ uses different terminology than you may be used to. The table displays some common terms and 
what they are named within ProcureAZ. 
 

 
 
 

 
Organizational Structure 
 
Every user and document within ProcureAZ must be associated with particular business units. For users, these 
associations control which business units they can conduct procurement activity on behalf of and what 
documents and addresses they can access. For documents, these associations can be used to route approval 
paths and drive reporting data. The table explains how business units are organized within ProcureAZ. 
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Roles 

 
Every user with login access to ProcureAZ must have at least one role. Roles determine the purchasing and 
administrative functions a user is able to access. The table displays the different roles available within 
ProcureAZ, their functions and the personnel that generally hold them. 

  

 
 

 
Documents 
 
The documents within ProcureAZ are used to conduct procurement activity. Users must create and submit 
documents in order to request items, conduct solicitations, establish contracts and order and receive items. The 
table displays the various documents that can be created and describes who can create them and what 
functions they support. Note that no administrative roles have the ability to create documents. In order to 
conduct purchasing activity, a user must have either the Department Access or Basic Purchasing role. 
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Document Statuses 
 

As documents are processed to conduct procurement activity, their status changes in order to allow/disallow 
various functions associated with the document. Depending on the status of a document, it may become 
accessible and/or editable to only specific users. When documents require the action of a specific user, an email 
is automatically sent to that user to alert them. The table lists the most common statuses for ProcureAZ 
documents and describes what each means, what actions are permissible at that status and which users can 
perform those actions. 
 

 


